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Use this procedure to create a purchase order with an Indefinite Delivery and an Indefinite 
Quantity (IDIQ), with reference to a contract.  
 
Prior to creating your Purchase Order (PO), you should verify that the contract line item has 

been created as a Target Quantity = 0 or Quantity = Target Value.  Examples are provided in 

the Notes section of this document.  If the contract line item is not created using one of the 

options shown in the examples, you should have the contract updated prior to creating your PO.  

 
1.) Use the following menu path to access the transaction: Procurement > Procurement Work 

Center > Purchasing 

 
2.) Click the Purchase Order  

 
3.) Select Purchase Order Type, then click Start 
  

 

(a) 

(b) 

(c) 

(2.) 
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4.) Enter or search for the appropriate Requestor and the Recipient.  The requestor is the 
person that submitted the Purchase Order.  The recipient is the person who will receive the 
material or service. 

 

 

 

5.) Select the Add Item drop down and choose the Add from Contract option. 
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6.) Enter information in any of the search criteria fields to help locate the appropriate contract.  

If you know the Contract Number, you can enter it and click the Start button. 

 

 

 

 

 

 

 

 

7.) The search results will be displayed.  
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8.) Expand the arrow next to the desired contract to view the detailed line(s) on the contract.  
Once the appropriate contract is found, click the Contract Name link and the Assign button 
to bring the contract details in to the Purchase Order. 

 

 

 

 

 

 

 

 

 

 

 

9.) The details (Description and Product Category) from the contract will populate on the 
Purchase Order.   
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10.) Enter the Quantity and Gross Price. 

 
Normally, a Quantity and Gross Price would be entered the usual way when there is a 
set price per item/service.  However, when there is an Indefinite Delivery, Indefinite 
Quantity (IDIQ), the values are switched, so the Gross Price will need to be entered in 
the Quantity field, and 1.00 should be entered in the Gross Price field.  This will allow 
for multiple payments for different amounts up to the total amount entered in the 
Quantity field. 

 

 

 

 

 

 

 

 

 

11.) Click the Details button, and then go to the Account Assignment tab. 
Then, click the Details button to enter the accounting information for each line. 

 
 

 

12.) Once you have entered the Cost Center number, click the  button and verify 
that all derived information is correct, and clear up any errors that are shown.   
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13.) ‘Save’ the Purchase Order if it is not ready to order, or click the ‘Order’ button if the  

Purchase Order is ready to submit. 
 

Note –The contract line item should be entered in one of the following ways: 

 Target Quantity = 0 or  

 Target Quantity = Target Value  
 
Example of Target Quantity = 0 

 
 

 

 

 

Example of “Target Quantity = Target Value”  

 


